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CONFIDENTIAL DD/ 7
10 July 1972

MEMORANDUM FOR THE RECORD

SUBJECT: Agency Annual Report

25¥1

1. from the Office of Finance phoned this morning to
inquire about that section of the Annual Report requirements which specified
that each component would include a list of "key documents and files for
permanent inclusion in Agency archives. " He pointed out that neither the
system nor the instructions for development of such lists had yet been issued.

2. We contacted| in O/PPB and attempted to contact the 2ol
author of the Tab B, Mr. Drell, and [who is supposed to be in 25%1
charge of this program,. Both are currently on leave. We therefore instructed

|and will instruct other Offices similarly, that his annual repoxt 25X1

should merely note that the list of key documents and files for permanent in=-
clusion in Agency archives will be submitted separately when the system and
instructions are available.

25¥1

Acting Chief, DD/S Plans Staff

Distribution:
Orig - DD/S Subject w/background*
1 - DD/S Chrono
1 - PS Chrono

*DD/S 72=-2676 dtd 6 July 72 re Agency Annual Report
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DATE

TRANSMITTAL SLIP 23 June 1972

Lo

Each Support Office Head

ROOHM NO. BUILDING

REMARKS:

The attached deserves a careful
reading. We have delayed sending it
in the hope that some supplemental
instructions would be forthcoming.

It now looks as though it may be a
while before any formal guidance is
produced. Meanwhile, you should
begin thinking about how we are going
to meet all of the requirements.

le/

FROMEhief, Support Operations Staff, DDS

ROCM NO, BUILDING

7D 02 Hgs.

FORM HO 241 REPLACES FORM 36-8
{FEB 53 WHICH MAY BE USED.

EXTENjp-

Att,

DD/S 72-2128, Memo dtd 26 May 72 to DDI, DDP,
DDS&T, DDS fr ED-C; subject: Informatjon Control--
Archives, History and Records

Distribution:
Orig ~ D/CO, D/F, D/L, D/MS, D/P, D/S, D/TR
w/att
¥ - DD/S Subject w/att
1 - DD/S Chiono
1 - SOS Chrono

DDS/SOS:RHW :bkfl:|(23 Jun 72)
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TRANSMITTAL SLIP

TO: b B
Deputy Director for Support

ROOM NO. BUILDING

paTE
f

REMARKS:

FROM:
Executive Director-Comptroller

ROOM NO. BUILDING EXTENSION

FORM NO . 2 41 REPLACES FORM 36-8
1FEB 55 WHICH MAY BE USED.
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26 May 1972

MEMORANDUM FOR: Deputy Director for Intelligence
Deputy Director for Plans _
Deputy Director for Science and Technology
Deputy Director for Support

SUBJECT : Inforniation Control -- Archives, History,
’ and Records

1. Executive Order 11652 and the implementing National Security
Council Directives governing the clas sification/declassification of national
security information must be implemented by 1 June 1972. It is also clear
that new pressures are building under the Freedom of Information Act
toward declassification of events in U.S. history wherein CIA played a
significant role. The implications of these developments clearly require
the fullest coordination of information control procedures, including
records management, histories, and archives administration. It follows
that we should provide a single mechanism for the execution of these pro-
grams.

2. In essence, the three elements of Information Control: Records
Management, Archives, and History, all record our experience to make
it available for future use as required. This use includes file searches
for current operational support, briefing and training new personnel, and
answering press or congressional questions as to the Agency's role in
earlier events. The problem is to designa system which will satisfactorily
answer the needs of the future in these fields with a minimum expenditure
of man-hours and funds at present. Inthese days of declining personnel
ceilings, we obviously cannot dedicate large amounts of current manpower
to making immediately available detailed answers to all contingent ques-
tions. At the same time, we must constantly protect the sensitive sources
and methods of intelligence in the national interest and respect our fiduciary
responsibility for the safety of many of our sources.
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3. In our approach to this problem in this internally compartmented
Agency, it is essential to decentralize much of the responsibility and most
of the actual effort. At the same time, this decentralization needs to be
matched by a system which will indicate the degree to which minimum
standards are met by all units, and a mechanism by which units can profit
by interchange of experience and by sharing solutions.

4. In our analysis we must clearly recognize different kinds of information
material and the different purposes we expect them to serve. Some of our
records are important basic reference tools, e.g., CI files. Some are
analyst working files of moderate life requirements. Some are formal
publications of the Agency distributed elsewhere in the government with
source sanitization. Some are operational records and documents, and
some of these are highly sensitive and must remain compartmented as well

as classified. Some of our reviews of past events are essentially chronicles
of these events, which have value to new arrivals. Some should be analytical
reviews drawing lessons and conclusions. Our system should reflect these
differences if it is to do the job needed. '

5. The following overall approach to this situation has been developed
for implementation through the mechanisms indicated:

a. Records Management| |

(1) Effective records management is the foundation stone of
any satisfactory action in these fields, as well as current operations
depending upon effective records. It must be the subject of continuing
and serious attention at all levels of the Agency and is the direct and
full responsibility of each Directorate and subordinate unit with respect
to its own records. The Executive Director will report on the Agency
program periodically to the Director and Deputy Director, and it will
be reviewed semiannually with the Deputies.

(2) Therefore, a new Records Management Board is hereby
established with senior officer representation from the Office of the
Director and each of the Directorates. The Office of the Director
representative will be the Chairman and the Agency Records Manage-
ment Officer. The Directorate representatives will be of senior grade,
will be the Directorate Records Management Officer, and will be
assisted by full time Technical Assistants if they have other respon-
sibilities. This Board will serve as the internal Agency Classification/
Declassification Review Committee in compliance with Executive Order

l P84-00780R004900020003-6
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11652. The Board will be supported by a Technical Committee‘of —_—

full-time Records Officer representatives from each Directorate
and such panels as may be required.

(3) The first order of business for this Board will be the devel-
opment of a system and structure for the integrated administration and
management of our archives, history, and records declassification
systems, following the general principles outlined in this memorandum.
Regulations developed for publication in time to meet the 1 June deadline
of the Executive Order and implementing instructions are to be regarded
as interim measures to satisfy the imumediacy of the deadline and serve
to highlight the importance of immediate concerted effort to establish
orderly and meaningful long-term programs,

(4) The Records Management Board will report its conclusions,
recommendations, etc., (with any dissents) directly to the Executive
Director. The Records Management Board will make semiannual reports
to the Executive Director, outlining the status of the Agency's Records
Management Program, any problems it is experiencing, and its recom-
mendations for improvement of the program (including reports on records
management to be submitted by the Directorates). The Executive Direc-
tor will consult with the Deputy Directors before implementing any such
recommendations. The present CIA Records Administration Branch, —
Support Services Staff, DDS, will be transferred to the Office of the
Executive Director-Comptroller and will become a Secretariat for the
CIA Records Management Board. The CIA Records Center will remain
under the supervision of the Chief, Records Administration Branch in
the Office of the Executive Director.

(5) The Records Management Board will furnish a nonvoting
member to the Agency Information Processing Board, with authority
to submit agenda items and recommendations to the Information Pro-
cessing Board. He will particularly bring to the attention of the Infor- _
mation Processing Board those aspects of the Agency's Records Manage-
ment Program which should be considered by the Information Processing
Board, with any recommendations for support of the Agency Records
Management Program requiring Information Processing Board action.
He will similarly make available to the Records Management Board all
information coming before the Information Processing Board which

might be of value or be appropriately considered by the Agency Records
Management Board and its members.

3 g SIA-RDP84-00780R004900020003-6
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(6) The Records Ma/nagement Board will develop recommen-
dations as to categories of Agency records (such as the categories
in(aragraph 6 abovey plus any others deemed appropriate) and as
to s i1 idelinés for the selection, retention, and declassifica-
tion of records in these categories. These guidelines should also,
where appropriate, include time periods for retention and declassi-
fication by category and indicate disposition thereafter, and include
appropriate measures to comply with legal and executive require-
ments for retention and declassification. . In particular, recommen-
dations should be made as to the identification of categories which
might appropriately be retired as classified government documents
under GSA auspices or passed to the National Archives, rather than
held solely under CIA control to protect intelligence sources and
methods.

(7) The Records Management Board will serve as the forum
for recommendations for declassification, Agency contributions to
other Agency historical programs and other interagency problems
involving the Agency's records. In this process, coordination will
be made as appropriate with the General Counsel, the Director of
Security, etc. '

b. Archives

(1) Each unit submitting an annual report (see below) will.:
. _ - identify its key documents and files for permanent inclusion in Agency
\ Archives. The Records Management Board will develop the system
| or systems _bjf,mm'BEEents will be identified on a systematic

' basis during the year and indexed for later access and declassification
Teview as an element of the Records Management Program. Annually,
each unit will make an overall review to ensure that the documents
marked for archival retention are neither excessive in detail, inappro-
priately classified nor incomplete through omissions. A certificate to
this effect will accompany the unit's Annual Report, and the Agency
Archivist will report any problems in this process to the Executive
Director through the Records Management Board.

(2) The Agency Records Management Officer will also be
appointed as the Agency Archivist, to supervise the Agency's Archives
Program. He will coordinate the execution of the Archives Program
through the Agency Records Management Board. He will work in close
coordination with the Agency Historian. The Deputy Directors in their
Directorates will appoint their Records Management Officers also as

——

—
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Directorate Archivists, to supervise this program in the Directorate.
The Agency and Directorate Archivists will supervise compliance
with overall Agency Archives regulations to be drawn up and issued
after consultation with the Deputy Directors. A semiannual report

to the Executive Director on the Archives Program will be prepared
by the Records Management Board.

c. History |

The major thrust of the Agency Historical Program will be
placed on the development of analytical histories of important Agency
activities and operations. The "Office History' approach to date,
which has been largely successful in bringing our history up to 1965,
will no longer be the major focus of the program, as the chronicling
of future Agency activity will take place under the Annual Report
system outlined below. Thus, future Agency histories will take major
subjects of Agency activity and analyze the ways in which the various
elements of the Agency worked together to produce the overall contri-
bution to the operation in question. There will be some situations in

which a single element of fhe Agency provided all or most of the Agency

participation in any one activity. There will be occasions also when
sensitivity will require that any analytical review of an operation be
conducted in a most restricted fashion. This will apply to many
Clandestine Service histories. Priority will be given to establishing
the basic Agency history of the more prominent operations and acti-
vities in which the Agency has been engaged, e.g., Cuban Missile

Crisis, Bay of Pigs, War in Vietnam, War in Laos, Congo Operations,
U-2 Operations, etc., with particular attention to lessons derived from
these experiences. These histories should also be indexed in a fashion

to permit their use to provide immediate response to public or con-
gressional inquiries on these prominent events to the extent feasible.
Histories will in the future depend upon Annual Reports for general
chronicle and upon the Archives Program for identification of key
documents. The Agency Historian will be an ex officio member of
the Records Management Board, will report directly to the Executive
Director, and will work in close coordination with the Agency Archi-
vist/Records Management Officer and the Directorate Historians who

will be fully consulted on all matters affecting histories concerning
their Directorates.

_5.
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d. Annual Reports

(1) To provide the necessary chronicle of the Agency's acti-
vities at minimum expenditure of effort, a system of annual reports —_
of the units and offices of the Agency will be developed. These will
be submitted to the next senior command level for review and then
held by the originating unit, with a copy incorporated in the Agency's
Archives. The requirement for these annual reports will be timed
and coordinated with the submission of the Agency's Annual Report -
to the President's Foreign Intelligence Advisory Board and the Agency's
Annual Program submissions to avoid duplication of effort. The identi-
fication of the elements to submit these annual reports and an outline
of their format will be developed by the Agency Historian for the Execu-
tive Director, in coordination with the Deputy Directors. These may
include significant contractor units, when these played a significant
role in Agency programs or operations. These annual reports should
highlight major accomplishments, major problems and overall con-
clusions and recommendations for future action in the unit itself or
by elements supporting or associated with it. As required, compart-
mented annexes can be compiled and held separately covering parti-
cularly sensitive events. . '

(2) In many areas it will be essential to produce one-time
reports to cover the years from 1965 (or the most recent history) to
the current Annual Report. This will be undertaken by units identi-
fied to submit future Annual Reports. In those situations in which an
overall Agency history to be produced will cover the period in question,
a separate Annual Report need not be developed (e. g., the War in Laos,
the War in Vietnam), as the necessary chronicle and Archives can be
developed at the same time as the analytical history. In other cases,
however, a one-time effort to catch up to the current annual report
system will be necessary, and this will be undertaken by the unit in
question. Staff supervision of this activity will be provided by the
Agency Historian and Archivist.

e. Classification and Declassification

The Records Management Board will be the focal point for the
Agency's implementation of the classification and declassification
procedures required by Executive Order 11652. The Board will coordi-
nate as required with the General Counsel, the Director of Security,
and others in carrying out this responsibility. The Agency Representa-
tive to the Interagency Classification Review Committee under Section

a——
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7 of this Order will work through the Agency Records Management
Board in carrying out his responsibilities.

f. A Special Assistant for Information Control will be appointed _—
by the Executive Director to serve as Agency Records Management
Officer, Agency Archivist, Chairman of the Agency Records Manage-
ment Board, and perform such other duties in the field of Information
Control as the Executive Director may prescribe.

25¥1

. W. E. Colby
Executive Director-Corfaptroller

cc: Inspector General
General Counsel
Director of Security

e =1z

!\H"‘*!i' \—~-,ne-waav
1 k 17778y

i
t“ P 1%
&waas .ﬁ.J...qiu ﬂ )

Approved For Release 2006/12/28 : CIA-RDP84-00780R004900020003-6




Approved For Release 2006/1ZgEGRETP84-OO780R004900020003-6

F3 «

¢
»

8 MAR 1972

NOTE FOR: Mr. Coffey

SUBJECT : Executive Director Memorandum on Archives, History, and
Records.

Attached is my response to Mr. Colby's request for comments
on his draft memorandum on Archives, History, and Records.
Also attached FYI are:
1. As Tabs to my memorandum to Executive Director
A. Roster of Current Records Management Board
Members.
B. Definition of Archivist functioms.

Mr. Colby's draft memorandum.

Excerpts from the Federal Records Act of 1950,
Public Law 754 - 8lst Congress.

Agency's General Counsel Opinion (dated 2 October
1950) on Compliance with Provisions of Law Pertaining
to Federal Records.

[ |memorandum for Record on Dr. Ehrmann's
reaction to Mr. Colby's memorandum.

Chief/Support Services Staff

GROYP 1
Excluded from aulomatic

S E towngrading and
deciassiiicatien
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HEMORANDUM FOR: Executive Director-Comptroller

SUBJECT : Support Sexvices Staff Comments on
Executive Lirector's Draft Memo~
randua dated 6 March 1972 to
peputy Directors, Subject: Archives,
History and BRecords

1. 1 think paragraphs ope through four of youx meporandum pre-
sent an aceurate summary of the bagkground, issues, and constraints
facing us on these complex programs. I would suggest, however, that
paragraph two include a statement highlighting the legal requirement
(the Pederal Recoxds Act of 1950 and associated Executive Ordexs) that
each Federal Agency have an archives/racords program to imsure the
identification and preservation of their “permanesmt’ record material.
Uur OGC has reviewed the legislation and affirmed that the Agemcy must
comply, the only exception being we may ratain our documents in our
own records storsge facility for obvious security reasons. Your memo-
randun correctly reflects that we caunot expact to dedicate large
amounts of manpower to work on these programs; however, 1 seriously
believe that we must bs prepared to allocate at least one full-tine
position in each Directorate to work on their Directorate archives
and two positions in the PCIL area for the Agency Archiviat and a

I remain convinesd that we cannot expect to make any signi-
ficant progress on an archives progran 1f 1t is Bo be administered
as an adjunct or a part-time duty of personnel currently assigned to
Uirectorate records oOF histoxical programs.

2. I have serious reservatious on cartaiu aspects of the pro~
posed overall approach to implement Records Management and Archives
Programs. JThe following comments are keyed to appropriate paragraphs
in your mewmorandum:

A. Paragraph 5(a)(1)3 Although 1 agvee that an
Agency Records Managemant Board (RMB) should report directly
to the Executive Director, I wish to epphasize that the
RMB as it is new eonstituted (see Tab A) is simply not
qualified or capable of generatiag the kind of programs

SECRET
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you euvision in your proposal. The current KME member—
ship (including the Cbairman) lacks the time, authority,
managerial experience, and stature within their own
Directorates to address themselves to these broad

policy problems. The Board members also lack the man-—
power within their own Directorates to staff out the .
basic studies needed to mount thesge programs. 1f the
Loard {s to function in this arens and report directly

to the Executive Director, it must be reconstituted at

a more senior level (minimum grade 16) with appointments
made by the Executive Director or by the Deputies subject
to the spproval of the Executive Director. At this level
Board members could be expected to have some resources
under their command to do basic staff work on these pro-
blems. 1 would suggest that the make up of the Board be
somewnat along the following lines:

Cheirman: Rotating ~ Selected by the Executive
Director from BSoard Membership

BC1 : PPB P = 25%¥1
e : Chief, Info ces - 5wl
fiisxd : Chief, BUI Planning Staff - 25%1
JUSET ¢ ©Special Assistant to UDS&T ~ 25%1

DDs : Chief, Su 3 £f - 25%1

ihe ewryeat mewbars of the Board (i.e., the Directorate Senior
Records Officers) could serve as staff assistants to the Board

membetw, with the Agency Records Management Officer as the

pzincig%? tachnical advisor to the Board.

B. Paragraph 5(a)(2): In line with Comment A abova,
ailther the new Chairman of the reconstituted RMS or the
Chief, Support Services Staff should be a non-voting member
of the Information Processing Board to perfom functions

described in this paragraph. .

Aol ot bolooco 200A/12/28 - CIA-RDP84-00780R004900020003-6
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C. Paragraph 5(a)(3): Notwithstanding Office of
Security objections to previous proposals to transfer CIA
recoxds to GSA storage facilities, I faeel that there may
well be categories of records susceptible to non-CIA
storage and that these can be identified by thorough study.

D. Paragraph 5(e)}(1): I have a problem with two of
the concepts in this paragraph. The first 18 the feasi-
bility of developing workable systems which will identify
documents, rather than files, for inclusion in our Archives.
1 feel that if only "key y documents' are identified, signi-
ficant omissions will occur, despite the best-intentioned
efforts., 7The records retention plans which the Directorate
RMU's presently are concarned with, have as their principal
objective the identificarion end preservation of permanent
file series. This functica is one that can bast be done by
qualified archivists in close coordination with the Ageuncy

operating officials, Records Management Officers and
Historians.

The Agency Arciaivist and the Directorate Archivists
should play the primary role in any systems development
for identifyiny permanent records. As noted abowve (para-
graph 2.A above) tine Records Management Board does not
have qualified staff, even if reconstituted, to perform
this fymection. *

E. Paragraph 5(c)(2): I agres that the Executive
Director-Comptroller should appoint the CIA Archivist and
that the Archivist should be a part of the 0/DCI organiza~
tion. I am concerned witin the statemsnt that the Directorate

_Archivists "initially...need not be full-time." I do not

“pelieve tihat the Directorate jobs can be handled on a part-
time basis, and definitely not as an additional duty by the
Uireetorate Records Management Qfficers, some of whom are
now serving ouly part-time in the Recoxrds Management
functlon. The Lirectorate Archivists should be individuals
who camy on a full-time basis, apply the professional
archives principles espoused by National Archives (see
Teb 8). Tha Agency should be preparad to insure that tha
Virectorate archivists receive the necessary training to
prepare them for this respousibility.

o
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o 3. I hope the ebove comments do not strike you as being too
"negative” in nature. I assure you they are meant to be constructive
as I am most appreciative of your interest in and support of these
progtams. . 1 welcome the opportunity to meet with you to clarify and/

or elabowate on thesa comments prioxr to your presenting this proposal
to the deputies.

SIGNED

25X1

Chief,LBupport Sexvices Staff

Actachments

DDS/SSS/HEP:LRF:rf (8 March 1972)
Distribution:
Orig. & l-Addressee w/att
1-DDS w/att
1-S8S Subject w/att
1-58SS Chromno
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ARCHIVES

As defined by the Civil Service Commission for the Archivist
of the United States, Archives are " (1) those bodies of non-current

. permanently wvaluable records that form useful evidence of the or-

ganization, functions, policies, decisions, procedures, operations
or other activities of Federal Agencies or very important TFederal
Officials, or (2) those records that must, or should, be preserved
for their informational content.....Archival records document of-
ficial actions and serve as sources for official reference in the
prosecution of the affairs of Government by providing a record of
past actions. The information contained in Archives is essential
to historiams, political scientists, economists, sociologists, or
other scholars engaged in study in various aspects of our society."

Professional archival work involves the following broad but
not mutually exclusive, functions:

(1) Appraisal and disposition
(2) Arrangement and description
(3) Preservation and rehabilitation

(4) Documentary publication, historical editing,
and exhibit of archival materials

(5) Reference service

A sampling of these functions are described below to further
clarify the professional distinctions between Archivists and Records

Management Officers:

(1) Records appraisal and disposition involves the analysis
and evaluation of inactive records to determine thelr con-
tinuing value and to provide advice or make decisions about
their destruction or permanent retention. Archivists employ

a comprehensive knowledge and understanding of the history,
organization, and operations of the Agency; the legislative
authorities and responsibilities of the Agency as these re-
late to the development and retention of records; the organi-
zational, functional and records relationships of the Agency
to other Agencies and activities in the intelligence community
and federal govermment at large; and the needs of the scholarly
community.

'v—-vm""'v rurmomn——.— y
t)l o 0
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" (2) Archivists engaged in records arrangement study the
origins, the organizational and functional history and
administrative procedures of the producing units. They.
"analyze the records to decide the arrangement that will
best reveal their character and significance; protect
their integrity as historical evidence of organization
and function; and facilitate their location, description,
and use.

(3) Preservation involves safeguarding the archival
material from deterioration or impairment.of their
value through alteration. It considers the condition
of the records; the nature of their evidential or
informational value; the extent of their use; and the
cost of repair and xehabilitation.

(4) Archivists involved in publication work carefully
study the documents to be published to resolve questions
of origin and authenticity. They employ a thorough
knowledge of the substance of the documents and persouns,
circumstances, or events to which the documents relate.

Aoy ed Eqar Palaacae 2006 8 - CIA-RDP84-00780R004900020003-6
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MEMORANDUM FOR irector for Intellivence
o .

or for Sclance &
tor for Support

SUBTECT H Arehives, History, and Recovds
1. Considerable study and discusyion has takon wines of the

Agency Historical Frogrom, and the Rocords Manasgement and
Archivos Programy,  Thie memorandarn will outline o baoie aamrase

to the interrelationship of thoge threa subjects in an offort to msrova
the Agency's performance in 2} thesw fi

i
o
[
s
{213
o
-]

2. Inecgsence, the throe subjects all rocord our cmpericnc: o
make 1t available for future uce 25 rogwired.  This use iacludus fito

“

searches for current operationa support, brief g and training now
parsonacl, answering nross or Congressional quostions np to s
Ageney's role in earliey evonts, eic.  The problom {s to desion g
ayetorn which will Mgd}unﬂﬁyﬁg necdy of ¢ i
these fields with & minimurm expenditure of man hours and funds nt
N

PrERERt, In these days of declining nersonnel eailings, we
cannot dedicate large amounts of curront manpower to making imoie-
diately available detailed nswers o all contingent queastions,  On tho
other hand, some racords have dircct value to future oporations and
certainly our nesd to handle pross or Longressional questions warns s

of tho need to devote an sppropriate affort in this diresiion,

:}A
¥
P
S
o
o
)
Yok
3

P
&

3. In our approsch to this problem in this laternally comnnrt-
msnted Agency, it is essontial to decentralize mueh of thoe recoonasikil-
ity and most of the actunl aifort. At the anwme time, this decontrnlivn -
tion neods to bhe matchod by o reporting system which will {ndicate £t
degres to which minirmum standards are met by al} units, and 2 mwechs -
aism by which units can profit by interchango of expeviencs and by char-
ing solutions,

4,  In our analysis, we must clearly recognine different kinds of

records material and the differont Purposes we expeoct thom to serve,
Some of our records ara important basie reference tools, e.p., CF files,
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Soras bre. au&};ysa% working filsw of moderate e requiremerts, Sowmae

ere fommal publications of the Agency distributed elsewhers in the GOVETn-
ment with source sanitizntion.  Sowe are operational records and x:im:-;x»
ments. Some of our reviews of past events are cesentl ally ohy zmxmm

of these events, which hove value to now arrivals.  Somo e
iytical roviews drawing leszons snd conclunions.  Our systam shouls re-
floct theee differencas if it is to do the 3 job needed,

3.  The following over-all appronch to this situation has Soon Coe
veloped for iroplomentation through the mochanisms indicated;

{a} Records Manarernent 25%1
{3} The ;'{:’;a\m ros Manapamens %:‘;fza,zr o, with representa-
tlon from each Directorats, will report its conclusions, rosom-
mendations, ato., »{v thoany dizsente) divectly to the Sxoculiiva
Director, The Deputy i}irﬁﬁi«ﬂ ﬁ.“e:s‘** Support will reoain odmin.

¥

istratively responsible for the over-all Bocords Ma a:wenwm
ILLEGIB Progeam while sach Direciorats will remain ve sponsiblo oo
the Revords Manasgement Program within ite ov VB Dirvooctoraio,
The Chairman of the Records Management Dozrd will be the
Agency Records Administration Officer, administratively vo-

sponsible to the DOF throush the Support Services Staff,  Tie
Records Management Board will make semi-sunual anaris ko
the Exocutive Divector, o outiining the status of the Agency's

T Records Naﬁm’mwem Frogram, any problome it is cxporionsing
and its recommendations for mﬂpymwmﬁzm of the progran. {IM
cluding reports on Records Management to be submittod by o
l“jiz"ee:mr@iw,) Tha }?‘*mm\;ﬁiva Mrector will conault with tho
Deputy Dirsctors bofore iy splementing any such recomeienda -
tions,

{Z} The Apency Records Administration Officer will ba
& non-voting mamber of the Sgency Information Procesal i
Board, with authority to submit agends items and recom A.;“;la»
tiong to the Information Processing Board,  He will pariicuine -
Iy bring to the attontion of the Infermation Proceseing Board
- those aspects of the &geneyis Record Mosagement Progean
which should be concidered b by the Inform szt Frocessing
with any recomonendations for support of the Agency .,"S'mf;c:»'rc?;
Management Program requiving X‘“ﬁfﬁ.ﬁ“ﬂ”&& tion Procesain
action.,  Ife will simdiarly rrake availabl le to the Record

agerment Doard all information coraing before the Xmm”ma.»ia.m
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. Processing Doard which might be of value or bo ap:
considered by the Ageney Rocords Manogomont Board and s
menabera, .

\

)

-
.J:\&;‘Q:’_‘n}‘m lr.u&n. J.,:,?

{3} The Records Mansgement Board will developy rocomme
mgndations ae to categories of Aganey recovds {such &3 thy cata-
gorigs in me 4 above, plus any others doemeoed appropriolta]
and az to specific guldelines for the sels etion zad retontion o)
racorc&s in mm e categorics. Theee guldelines shouwld also

here appy {::91“ fnte inclade thme periods for rotanilon by cato-
gory and indicate disposition thereafter, and includs approsri-
ate mMeAsOres t D eONy th ix:wzﬂ and Exccutive roguirensoniy
o

b,
E?
¥
8
pe]

]
Pl
R

for retontion and ﬂmchemiﬁmiiom In particulsy, recommands-
tions should ba made as to the identification of cate: gorios wh ich

2

might appropriately bo retived as clresified Goveraracat docu-
ments under GHA ouspicas or passed o the National Scochives,

\l\‘w& rather than held solely ander CLA contrel to protoct tatellizence
sources and mothods.

{b) Annuval Revorts, o provide the necessary chronicle of
of the Agency's ackivitios at mintmum srpenditure of effors, o syu-

g

tern of annual reports of the unlts sad ofiices of the Agkmmy will ba
ria valoped. i“aﬂ se will be a pard of the anaual program proposal
ubmitted by these unitz in responss to tho program enll, covering
gnifacam events within the unit during the previcus vear. The
identification of the clements fo submit these annunl reporis and an
outline of theix fm“ nat will be dovelopaed by the Office of PPD in
coerdination with the Doputy Directors,  These annusl roporis
should highlight major accomplishments, major problems and ovar-
all conclusions and racammeﬁdmimm for future actlon in the unit
itself or by slements suppovting or aosociated with i,

12
A

u

{c} Archives

{3 In the procass of compiling it Aﬁﬂ&&mi Report, coch
unit submitting such 2 report will identify its key documants
for the year in question fe‘xr wormanant inclusion in Aroncy
Arxchives., The Records Zx. snagemaent Board will dovalopn the

system ox sysicrms by which such ﬂﬁﬂﬂ‘”‘kﬂnﬁ&" cun boe identiiled
on & systematic }:m io during the yoar for rofovonce da the
Annual Report.  The Annual ng.mé, W’am pwuvxd% an ocengion

5
i .\.\»wa.zs.f‘w

for an over -all roeview o insure that the docurmar
for archival rotention are neither oxcgnsive in detal 1 now in-
complete throuzh omissions,

.
pad

Serve B Bl Craii 8 Luida

R
5

oo ol Eor Poloace 2008 8 - CIA-RDP84-00780R004900020003-6



Approved For Release 2006/12/28 : CIA-RDP84-00780R004900020003-6
v ) - ‘gn' b

a o

{2}  An Agency Archivist will be appolated o supo

cwvise the Agency's Avchives Program, and will yeport dir \,L;.r
to the Execulive DMrector, Mo will be & momber of the Agaucy
Records Managamaent Board and will scordinaie the onec uwm“
of the Archives Frogrars through this Board., e will also
work in close coordination with the Agency Recorde Mannge-
ment Officer and the Agoncy Historian,  Avchivists will be
appuinted by the Dopuly DMrectors in their Diractoratus to
suparvise this program in the Directorate.  No additio
spaces will be made svallable for these Dizectorate poc
snd initlally they need not be full-fimes i the funclions can L2
handled on 2 pavi-time bosis {o. g, by the Dirsctorate Records
Management Officers)  The Agency and Diroctorate Archivisiz
will suparvise complisnee with over-all Agencey Archives rogu-
lations to be draws up and issued after consuliation with the
Deputy Directors. A somd-anoual report o the Suocutivae
Direcior on the Archivos Program will be prepared and coor-
dinztod with the Rm&@‘"‘ﬂs s Monsrement Board.

-
g i
A

in order m P f'm*;t %' ammﬂuim rb\z‘:w@ﬂ ma 2 digposi
of records without loes of the key archival &c}v* wants.  Areldves
wiil be physically held by the Records Management Officer in
the Records Center, under guidelines &Kat&ﬁ&'&uz ed by the Ajcacy
Archivist, '

{4} The Annusl Reports will provide basie indices of
archivael dosumants for future reference.

{3 History 25%1

The major thrust of the Ageney Historical Program will
be placed on the dovelopment of analytical ki «rf%mric‘;a of npor-
tant Ageney soiivitios and operations., The "Offlice Hiatory”?
approvch to dete, which hoe beon lavgely sucaes gvim o bring-
ing our history up to 1968, will no Ionger be the major focus
of the program, as the chronteling of future Apency activil
will take place under the annual report system omilined abova.
Thus, future Agency histories will take major subjecis of
Agsnoy activity and analyvee the wave in which the various
elamonts of the Agency worled toyether to producs the over-
w2il Agency contribution fo the oporation o gquestion.,  Thero
will be sorne situsiions in which & single element of the Agency

v
T

N SRS KT :
L

!
S fr s e b ok e et
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provided all or most of the Agency participation in LY ouG

activity, Thero will be soeasions also when rons gitdwity wiil

reguire that any analytical roview of an operation be con-

ducted in & most restricted fashion, This will apoly fo oo

Clandeztine Services historisy., Priority will im given to

satublishing the basie Agency history of the more promincnt

operations and activities {n which the Agency has bacn enx aced,

2. g, Lubsan Misgile Orisiz, Bay of Piges, War in Vietnom,

War in Laos, Congo Operations, U-2 Operotions, cbe., it

particuler atlention to lessons Jderived from thoso exverioncos

and sstablishing & convenient method of tmrmediaie re FEOTONS G

to public ox congressionnl inguiries on these prominest avants,

Histories will in tho feture depsnd upon the Anousl 2 oneris for

wmuch raw material and identification of koy ﬁiﬁ“"&mﬂ&ﬂid throu s

the Archives Program.  The Ageoncy Historine will be an - sillaic

mmmum* of the Records Management Board, VAH roport dlveoily

to the Executive Director, and will work in close coordination
Cwith mm &gemcy Arechivist gnd the Ageney Records Managomaent

Qfficar.,

¢

&,  Interim Period,

&
K

to cover the years from 1965 {(or the most recont b intory) to tho cureost
Annual Raeport.  This will b andartoken by each unit fdeaificd to subndl
future Aunual Reports. In thoss situntions in which an over-all Agonoy
history to be produced will cover the g:»awwd in guestion, & zeparaie Anuusl
Report need not ba de eveloped, {2.g., the War in Laos, t}m ¥ ’".z: in Vicianim},
as the necessary chroniels and Archives can bo developed af the samae i
as the svalytical Mstory, In other cascs, however, & onc-time *x"”);:; G
cateh up to the current anmual report systens will be necezsary and thic
will be undartaken by the unit in question. This actlvity will bo supoe-
vised by the Agency Historian and Archivieh,

In maany areas it will be sssential to produce one~ilme ravoris

W. E. Colby
Fxecutive Divector- Cornpirollor

e
s

VI T
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' ) : Y {PUB. LAW V54
records for Tederal agencies pending their deposit with the National
Archives of the United States or their disposifion in any other manner
authorized by law; and to establish, maintain, and operate centralized
microfilming services for Federal ngencios. )

“(0) Subject to applicable provisions of Inw, the Administrator
shall pronadgata ro;:u!l:nti(ms governing the transfer of records from
the custody of one executive agency to that of another.

“{t) The Administrator may empower any Federal agency, apon
the submission of evidence of nead therefor, to retain records for a
Tonger peciad than that speeified in disposad schudnles approved by
Congreersy aody i necoriduneo with vegnlations pronndgated by hin,
gy wilhdrw disposal authorizadions covering vecovds listed in dige
posal sehedules approved by Congress,

“RECORDS 2IANAGEMENT; AGENCOY IZEADS

“Wea, FOS, (1) The head of each Federal ageney shall canse to be N
windw o preserved rocords containing adequate and propeyr docii
wentation of the ovganization, Tunctions, policies, decisions, jro-
cedures, and esentinl brnosaetions of the ageney aad designed o
fornisle the information neecisary fo protecis the legad and Gnaneind
vights of the Governnent and of persons directly uftected by the
wgeney’s activities,

“(b) Phe head of each Federal ageney shall establish and maintain
an active, continuing program for the eceonomical and eflicient manago-
ment of the records of the ageney, Such program shadl, amoug othep
things, provide for (1) eflective conirols aver the ereabion, mainie-
mienee, and wse of records in the cowduet of cuvrent business: (2)
cooperalion with the Administrator in applying standards, procedures,
and techniques designed to improve the management of vecords, pro-
mote the maintenaneo and security of records deemed appropriate for
preservation, and facilitato the segrepntion and disposal of vecords of
temporacy vidue; and (3) complinnes wille the provisions of this
Githe and the regulations issued therennder.

“(e) Whenever the head of a Federal ageney deternines that suly-
stantial economies or inereased opernting efliciency can be eflected
therehy, ho shiall providoe for the storage, processing, and servieing of
records that are appropeids therefor in s records conder nanintaioed
and operated by the Adninisteator oe, whea appeoved by the Adiin-
wteator, insuch weonter muintained wod operatod by o ieud of snch
Mederal ngoney.,

“(d) Auy oficial of the Government. who is anthorvized to corlify
to Tacts on thoe hasis of vecords in his castody, is hereby suthorized {o
cortily to faets ou the basis of records (hat Tiave been beans ferred by
B or his predecessors Lo the Adiminist eador, ‘

(o) Whe bead of each Federal agoney shall esiablish such safe-
eunvds against the removal or loss of vecords as he shall dotormine
to ho heeessary and wswnny b requiced by vegulations of the Admine
it eators  Suelsafeguareds shall Joelude making it known to all offi-
cinbi and cmployees ol the ageney (1) that o vecords in the custody
of Lhe ageney nra to ba alienated or destroyed excopl in aceordance
with tha provisioos of the Act approved July 7, 1983 (07 Siat, 380~
S )y s nended duly 6, 105 (b0 Stak. 4is4), and (2) the peunlties
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provided by law for the unlawful removal or destruction of records.

“(£) The head of each Federal agency shall notify the Admivistra-
tor of any actual, impending, or threatened unlawful removal, defac-
ing, alteration, or destruction of records in the custody of the agency
of which ke is tho head that shall come to his attention, and with
the assistaneo of tho Administrator shall intliate action throngh the
Attorney General for the recovery of records he knows or has reason
to belicve have been unlaw{ully removed from his agency, or frora
any other Iederal agency whose records have been transferred to his
legal custody.

“(g) Nothivg in this title shall be constrned as Hwiting the anthor-
ity of the Comptroller General of tho United States with respect Lo
preseribing accounting systems, forms, and procedures, or lessening
the responsibility of collecting and dishursing officers for rendition

3

of their accounts for settlement by the General Accounting Olfice.
“ARCIIIVAL  ADMINISTRATION

“Src. 507, (a) The Administrator, whenever it appears to him {0 bo
in the public mtevest, is hereby authorized—

“(1) to accept for deposit with the National Archives of the
United States the records of any Federal agency or of the Comeress
of the United States that are determined by the Arvchivist to have
suflicient historical ov other value to warrant their continued
preservation by the United Stales Government;

“(9) to direct and effect, with Hhe approval of the head of the
oviginating agency (or if the existence of sach ageney shall hiave
been terminated, then with the approval of his successor in func-
tion, if any), the transfer of records depesited (or approved for
deposit) with the National Avehives of the United States to public
ov educational institutions or associations: rovided, That the title
to such vecords shall vemain vested in the Untted States unless
otherwise authoerized by Congress; and

“(3Y to direct and effect the transler of materials from privato
sources authorized to be received by the Administiator by the
provisions of subsection (o) of Lhis section.

“(b) The Administrator shall be vespousible for ihe custody, vise,
aud withdrawal of records transforred to hinv: Proeided, 'Phat whea-
ever any veeords the use of which is snbject to statutory Dinitations
and restrictions are so translerred, permissive and resbrictive stalidory
provisions with respeet to the exmoination and e of wireh records
applicable to the head of tha ageney from which the records wera
transforved or to emiployees of that ageney shall theven{tee Tilinwisoe
be anpplieablo o tha Admbist et or, the Arehivist, and to the employees
of the General Sevvices Administration, vespectively: /lrovided fui-
ther, That whenever the head of suy agency shall specify in writing
restrictions that appear tohinvto he necessiey or desirable in the public
interest, on the uso or examination of records being considered for
transfer Trom his eustody to the Administeator, the Administrator
shatl tmpose sueh restrictions on the vecords o teansferred, nod shall
not remove or relax sieh resfeictions withioal the coneurirenee tnowaril-
ing of the head of tho ageney from which the materind shatl have bheen
transferved (or if the existence of socle agency shall have been fee-
minated, thon Lo shall not romove or relax sach restrictions without
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AGENCY GENERAL COUNSEL OPINION
2 Ocrooer 1950

‘COMPLIANCE WITH PROVISIONS OF LAwW PeErTAINING TO
FEDERAL RECORDS

"1,  THE CENTRAL INTELLIGENCE AGENCY MUST COMPLY W TH
.~ THE RECORDS DisPosaAL ACT, INSOFAR AS IT DOES NOT
CONFLICT WITH THE PROVISIONS OF Puslic Law 253,

2. THE CENTRAL INTELLIGENCE AGENCY SHOULD COMPLY W1TH
PuBLic LAws {52 AND 73M WHENEVER POSSIBLE, EVEN
~THOUBH EACH SPECIFICALLY EXEMPTS CIA FROM ITS PRO-
VISIONS. HOWEVER, IF SUCH COMPLIANCE WOULD RESULT
IN THE UNAUTHORIZED DISCLOSURE OF INTELLIGENCE
SOURCES AND METHODS, PusLic Law 253 musT st
FOLLOWED.,

3. THE CENTRAL INTELLIGENCE AGENCY SHOULD COMPLY W TH
Executive Oroer 978Wiynenever POSSIDLE, ALTHOUGH T
DOES NOT REQUIRE DISCLOSURE OF CONFIDENTIAL INFOR-
MATION WHICH WOULD ENDANGER THE NATIONAL INTEREST OR
LIVES OF INDIVIDUALS. CONSEQUENTLY, NO RELIJANCE

UPON PuoLic LAW 253 SEEMS NECESSARY.
I

4. PuoLic LAW‘ZS@ PROVIDES THAT THE DIRECTOR 0F CENTRAL
INTELLIGENCE "SHALL BE RESPONSIGBLE FOR PROTECTING
INTELLIGENCE SOURCES AND METHODS FROM UNAUTHORIZED
DISCLOSURE." 1f THE DIRECTOR DEEMS COMPLIANCE WITH
ANY EXISTING LAW WiLL RESULT (N SUCH DISCLOSURE, NO
COMPL IANCE 1S NECESSARY."

Z}aﬁ/ed 5@,5/,,)5‘, 1946 Prowides -/ov 14 e oY &
etfrciont wse and for fhe '/?d’/:{fee- and ofler
< Posi 7104 of Sov'F vec Qe

e e—— - w— o
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ONFIDENTIAL

7 March 1972

25X1

1. I spoke with Dr. Ehrmann at 1300 hour, 7 March, concerning
the draft from the Executive Director. Dr. Ehrmann said:

a. He is enthused about the appointment of an Archivist
and his membership on the Records Board. (He is glad that the three
people who identify Archives (RMO, Archivist, and Historian) are on
the Board.

b. He intends to express concern over the mistaken concepts
of History and Archives.

c. He feels that an Archives is not a collection of Key
Documents. Archives are files with many documents.

d. He feels that histories do not come from annual reports.

e. He said that Archivists must be professionals by train-
ing and experience and their work cannot be handled on a part-time
basis.

f. He feels it would be an error to have Directorate Senior
Records Officers also assume the duties and responsibilities of
the Directorate Archivists.

g. He feels the RMO's are not professional Archivists and
do not have time enough for the work.

h. He feels the Directorate Archivist should be subordinate
to the Agency Archivist and not independent. 25X%1

5551 2. Professor Ehrmann concluded that he has tried to contact[::::]
[:::::;ky phone. The Professor is waiting a return call at which time he

intends to stress that: '"This paper is not ready to go to the Deputies.
The matter is too important to be acted upon hastily." Neither does the
Professor want the proposal to be killed off or withdrawn. "We should
continue to work to establish the Archives."” He is afraid the Deputies
will accept the paper as it stands and the Archives could not successfully
function under these circumstances.

25¥1

0up 4
T

CONFIDENTI, [t

do
Soclassificatia
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MEMORANDUM FOR:  Executive Director ~-Comptroller
Bill:

This is revised to reflect our discussion Thursday.

| Houston's memo, since received, suggests you may need

to chair the Classification Review Co ittee, If so, this
may need further revision. I'll be glad i(}: 6%2370u may pre-
fer to name your Committee and have them do it, While
the route mapped here may be necessary to get this pro-
gram underway, I think you should have in mind putting all
but the Board (back) into Support once it is rolling. This
is program-wide. Also, I think it not wise management
to hang working programs on your Office

Jehnt W. Coffey
aeee, oo DASR MY 1972

¢

11 uk\;hbuuUu u Guels

FORM NO. REPLACES FORM 10-101
1 AUG 54 lOI 47

WHICH MAY BE USED.

SOS/DD/S| bbt (19 May 72)
Rewritten: ADD/S:RSW/ms (22 May 72)
Distribution:

Orig Blue Note - Adse, w/O&8 of Att (DD/S 72- )
1 - DD/S Chrono
1 - DD/S Subject, w/cy of Att 7
1 - Chief, SOS/DD/S, w/cy of Att
1 - DC/SSS, w/cy of Att

25X1

25X1

DD/S 72- R /2~ Memo dtd 2 My 72 for (5D/S) DD/I,

DD/P, DD/S& T/fr Ex. Dix.-Compt., subj: Archives, History,

and Records; w/cys for IG, General Counsel, D/S.
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MEMORANDUM FOR: Executive Director-Comptroller

Bill:

Attached is a somewhat hurried revision of your
memorandum about the records program to reflect
some of the more basic ideas we discussed yesterday
afternoon, The probability, as it appears from Larry
Houston's memorandum just received, that you will be
the Chairman of the Agency Classification/Declassifica -~
tion Review Committee may introduce some awkwardness
in the way we have this-worded. I'll be glad to work
it over again when that has been decided. Alternatively,
if you are to be the Chairman you may want to establish
the rest of the jiembership and have the Board produce
a final papex;;‘/

John W, Coffey (DATE)

FORM NO. REPLACES FORM 10-101
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MEMORANDUM FOR: Deputy Director for Intelligence
Deputy Director for Plans
Deputy Director for Science and Technology
- Deputy Director for Support ‘

SUBJECT : Archives, History, and Records

1. Executive Order 11652 and the implementing National Security Council
Directives governing the classification/declassification of national security infor-
mation must be implemented by 1 June 1972, While classification is the subject
which these directives address, the overriding implications of their provisions
seem clearly to place compliance within the province of records management,
histories, and archives administration. Classification and declassification axe
command responsibilities but so are records management and history. It seems
to follow that we should provide the single mechanism for the management of
these programs.

2, It is my intention, therefore, to create a new Records Management
Board with senior level representation from the Office of the Director and each
of the Directorates which will sexrve as the internal Agency Classification/
Declassification Review Committee in compliance with Executive Order 11652,
The first order of business for this board should be the development of a system
and structure for the integrated administration and management of the archives,
history, and records declassification systems. Regulations developed for pub-
lication in time to meet the 1 June deadline of the Executive Order and implementing
instructions are to be regarded as interim measures to satisfy the immediacy of
the deadline and serve to highlight the importance of immediate concerted effort
to establish orderly and meaningful long-term programs.

3. Considerable study and discussion have taken place of the Agency
Historical Program and the Records Management and Archives Programs, This
memorandum outlines a basic approach to the interrelationship of these three
subjects in an effort to improve the Agency's performance in all these fields,
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4. In essence, the three subjects all record our experience to make it
available for future use as required. This use includes file searches for current
operational support, briefing and training new personnel, answering press or
congressional questions as to the Agency's role in earlier events and now must
be extended to include compliance with the Freedom of Information Act and
E.O. 11652. The problem is to design a system which will satisfactorily answer
the needs of the future in these fields with a minimum expenditure of man-hours
and funds at present. In these days of declining personnel ceilings, we obviously
cannot dedicate large amounts of current manpower to making immediately
available detailed answers to all contingent questions. On the other hand, some
records have direct value to future operations, and certainly our need to handle
press or congressional questions and comply with the law and executive directives
warns us of the need to devote an appropriate effort in this direction,

S. In our approach to this problem in this internally compartmented Agency,
it is essential to decentralize much of the responsibility and most of the actual '
effort. At the same time, this decentralization needs to be matched by a system
which will indicate the degree to which minimum standards are met by all units,
and a mechanism by which units can profit by interchange of experience and by
sharing solutions,

6. In our analysis we must clearly recognize different kinds of record
material and the different purposes we expect them to serve. Some of our records
are important basic reference tools, e.g., CI files. Some are analyst working
files of moderate life requirements., Some are formal publications of the Agency
distributed elsewhere in the government with source sanitization. Some are
operational records and documents, and some of these are highly sensitive and
must remain compartmented as well as classified. Some of our reviews of past
events are essentially chronicles of these events, which have value to new arrivals.
Some should be analytical reviews drawing lessons and conclusions. Qur system
should reflect these differences if it is to do the job needed, ‘

7. The following overall approach to this situation has been developed for
implementation through the mechanisms indicated:

a. Records Managementl | 251

(1) Effective records management is the foundation stone of
any satisfactory action in these fields, as well as current operations
depending upon effective records. It must be the subject of continuing
and serious attention at all levels of the Agency. The Executive
Director will report on it periodically to the Director and Deputy
Director, and it will be reviewed semiannually with the Deputies,
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(2) The Records Management Board will report its conclusions,
recommendations, etc, (with any dissents) directly to the Executive
Director. The present CIA Records Administration Branch, Suppoxt
Services Staff, DDS, will be transferred to the Office of the Executive
Director-Comptroller and will become a Secretariat for the CIA
Records Management Board. The CIA Records Center will remain
under the supervision of the Chief, Records Administration Branch
in the Office of the Executive Director. The Records Management
Board will make semiannual reports to the Executive Director, out-
lining the status of the Agency's Records Management Program, any
problems it is experiencing, and its recommendations for improvement
of the program (including reports on records management to be sub-
mitted by the Directorates), The Executive Director will consult with
the Deputy Direciors before implementing any such recommendations.

(3) The Records Management Board will furnish a nonvoting member
to the Agency Information Processing Board, with authority to submit
agenda items and recommendations to the Information Processing Board.
He will particularly bring to the attention of the Information Processing
Board those aspects of the Agency's Records Management Program
which should be considered by the Information Processing Board, with
any recommendations for support of the Agency Records Managerent
Program requiring Information Processing Board action. He will
similarly make available to the Records Management Board all infor-
mation coming before the Information Processing Board which might
be of value or be appropriately considered by the Agency Records
Management Board and its members,

(4) The Records Management Board will develop recommendations
as to categories of Agency records (such as the categories in paragraph 6
above, plus any others deemed appropriate) and as to specific guidelines
for the selection, retention, and declassification of records in these
categories. These guidelines should also, where appropriate, include
time periods for retention and declassification by category and indicate
disposition thereafter, and include appropriate measures to comply
with legal and executive requirements for retention and declassification,
In particular, recommendations should be made as to the identification
of categories which might appmpriately be retired as classified govern-
ment documents under GSA auspices or passed to the National Archives,
rather than held solely under CIA control to protect intelligence sources
and methods.
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(3) The Records Management Board will serve as the forum
for recommendations for declassification, Agency contributions to
other Agency historical programs and other interagency problems
involving the Agency's records. In this process, coordination will
be made as appropriate with the General Counsel, the Director of
Security, etc, -

b. Arxchives

(1) Each unit submitting an annual report (see below) will

identify its key documents and files for permanent inclusion in

Agency Archives. The Records Management Board will develop

the system or systems by which such documents will be identified

on a systematic basis during the year and indexed for later access
~and declassification review as an element of the Records Management

Program. Annually, each unit will make an overall review to ensure

that the documents marked for archival retention are neither excessive

in detail, inappropriately classified nor incomplete through omissions.

A certificate to this effect will accompany the unit's Annual Report,

and the Agency Archivist will report any problems in this process to

the Executive Director through the Records Management Board,

(2) An Agency Archivist will be appointed to supervise the
Agency's Archives Program and will report directly to the Executive
Director. He will be a member of the Agency Records Management
Board and will coordinate the execution of the Archives Program
through this Board. He will also work in close coordination with the
Agency Records Management Officer and the Agency Historian,
Axchivists will be appointed by the Deputy Directors in their
Directorates to supervise this program in the Directorate. These
olficers will be of senior grade, although they may be appointed as
Directorate Archivist in addition to other duties, They will be
assisted by the Directorate Records Management Officers, The
Agency and Directorate Archivists will supervise compliance with
overall Agency Archives regulations to be drawn up and issued
after consultation with the Deputy Directors. A semiannual report
to the Executive Director on the Arxchives Program will be prepared
and coordinated with the Records Management Board.

(3) Arrangements will be made for the segregation of archival
docwments from those held for records purposes, in order to permit

the automatic retirement and disposition of records without loss of
key avchival documents.  Archives will be physically held by the

O T T OO (et - e R T T L TN
MALLAGA T D T OO TS VUL, U Suiaclines

D TS e d 2T
L gy

established by the Agency Archivist,
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c. Historyj

The major thrust of the Agency Historical Program will be placed
on the development of analytical histories of important Agency activities
and operations. The "Office History" approach to date, which has been
largely successful in bringing our history up to 1965, will no longer
be the major focus of the program, as the chronicling of future Agency
activity will take place under the Annual Report system outlined below,
Thus, future Agency histories will take major subjects of Agency
activity and analyze the ways in which the various elements of the
Agency worked together to produce the overall Agency contribution
to the operation in question. There will be some situations in which
a single element of the Agency provided all or most of the Agency
participation in any one activity. There will be occasions also when
sensitivity will require that any analytical review of an operation be
conducted in a most restricted fashion. This will apply to many
Clandestine Service histories. Priority will be given to establishing
the basic Agency history of the more prominent Operations and
activities in which the Agency has been engaged, e.g., Cuban Missile
Crisis, Bay of Pigs, War in Vietnam, War in Laos, -Congo Operations,
U-2 Operations, etc. » With particular attention to lessons derived
from these experiences, These histories should also be indexed in
a fashion to permit their use to provide immediate response to public
or congressional inquiries on these prominent events to the extent
feasible. Histories will in the future depend upon Annual Reports
for general chronicle and upon the Archives Program for identification
of key documents, The Agency Historian will be an ex officio member
of the Records Management Board, will report directly to the Executive
Director, and will work in close coordination with the Agency Archivist
and the Agency Records Management Officer,

d. Annual Reports

(1) To provide the necessary chronicle of the Agency's activities
at minimum expenditure of effort, a system of annual reports of the
units and offices of the Agency will be developed, These will be
submitted to the next senior command level for review and then held
by the originating unit, with a Copy incorporated in the Agency's
Archives. The annual report will be compiled during January,
covering the previous calendar year, The identification of the
elements to submit these annual reports and an outline of their
format will be developed by the Agency Historian for the Executive
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Director, in coordination with the Deputy Directors. These may

include significant contractor units, when these played a significant

role in Agency programs or operations. These annual reports should
highlight major accomplishments, major problems and overall con-
clusions and recommendations for future action in the unit itself or

by elements supporting or associated with it. As required, compart-
mented annexes can be compiled and held separately covering particularly
sensitive events,’ ' ' '

(2) In many areas it will be essential to produce one-time reports
to cover the years from 1965 (or the most recent history) to the current
Annual Report., This will be undertaken by units identified to submit
future Annual Reports. In those situations In which an overall Agency
history to be produced will cover the period in question, a separate
Annual Report need not be developed (e.g., the War in Laos, the
War in Vietnam), as the necessary chronicle and Archives can be
developed at the same time as the analytical history. In other cases,
however, a one~time effort to catch up to the current annual report
system will be necessary, and this will be undertaken by the unit in
question. Staff supervision of this activity will be provided by the
Agency Historian and Archivist,

e. Classification and Declassification

The Records Management Board will be the focal point for the
Agency's implementation of the classification and declassification
procedures required by Executive Order 11652. The Board will
cooxrdinate as required with the General Counsel, the Director of
Security and others in carrying out this responsibility, The CIA
General Counsel is designated under Section 7 of this Order as the
Agency representative to the Interagency Classification Review
Comumittee, acting under the supervision of the Executive Director,

W. E. Colby
Executive Director~Comptroller

cc: Inspector General
General Counsel
Divector of Security
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18 May 1972

MEMORANDUM FOR: Executive Director-Comptroller

SUBJECT: Executive Order 11652

1. As we have discussed in the past, Executive Order
11652 on Classification and Declassification of National Security
Information and Material provides in section 7(B)(2) that the
head of each department will designate a senior member of
his staff who will ensure effective compliance with implementa~
tion of the Order and also chair a departmental committee which
will have authority to act with respect to the department's admin-
istration of the Order.

2. Ibelieve I have mentioned that Mr. David Young,
who is now announced as the Executive Secretary of the Inter-
agency Classification Review Committee, told me the Depart-
ment of State's Intra-agency Committee will probably be
chaired by William B. Macomber, Jr., Deputy Under Secretary
for Management.

3. I had a telephone call from Joseph J. Leibling,
Deputy Assistant Secretary of Defense for Security Policy,
and we discussed this matter. I said we had not come to &
final conclusion but that if State keeps it at the Macomber level
we might have to name the Executive Director-Comptroller
at least the nominal senior member responsible to act for the
Agency. Mr. Leibling agreed and said in the light of this they
may name his superior, Robert C. Moot, Assistant Secretary
(Comptroller).
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4. Ihave nothing conclusive on the foregoing, but
I will be glad to explore it further if you wish. If you are
named, I assume the official responsible for the new proposed
organization for records management, classification, declas-
sification, and destruction, and who will report to the Execu-
tive Director-Comptroller, would do the actual staff work

STAT

Jinvolved.
LAWRENCE R. HOUSTON
General Counsel
cc: DDS
D/Security
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Mr. Coffey -

ROOM NO. BUILDING

REMARKS:

Recommend your signature.

Robert S. Wattles

FROM:

ROOM NO. BUILDING EXTENSION
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